How to Create a Table of Contents in OpenOffice Writer

Objective: to create a clickable table of contents (TOC) using OpenOffice Writer

OpenOffice is a free program similar to Microsoft Office that has the ability to
create text documents, spreadsheets and more. It's available at
www.openoffice.org

o STEP 1: Open the document that you previously created

o STEP 2: Adjust Content Location
o Using your cursor and hitting the enter key repeatedly, push your

content to begin on the second page. This will create a blank page

for the Table of Contents.
» If you will be adding an ebook cover, cover page or any
other pages before the TOC, be sure to push the content
down far enough to leave blank pages for these items.

o STEP 3: Format Headings

o Decide which headings you want entered into the TOC.

Decide if you want subheadings to show & if so, which ones.

o Scroll through your document changing any headings you want to
show to Heading 1 and any subheadings as Heading 2 (you can
even do subheadings of subheadings using Heading 3) as shown

below.
* You may change adjust the size and font as you normally

would in Word.
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o STEP 3: Create the Table of Contents Page
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Once you have all your headings and subheadings finished.
o Scroll to the page where you want your TOC to be.

o Put your cursor where you want your TOC to begin

o STEP 4: Choose Table of Contents Options
o Click Insert & Index and Tables = Index and Tables from the
toolbar.

B Untitled1 - OpenOffice.org Writer
Gle  Edit  View Fgrmat Table Tools Window Help

FE‘: - B’u [E Manual Break. .. 'i$

Figlds +
fnd | Textbod 98  special Character... pman v| |12 vl B

Formatting Mark L8 BT R

Section...
Hyperlink

Header »
Footer k
Footnote,..

RBC
s

[

e [

Bookmark. ..
Cross-reference...

MNote, ..

[ il %

ents Page

Script...
Indexes and Tables Entry...

Envelope...

1 Frame... |

Bibliography Entry...

o Choose the options you would like for your TOC

= Using the tabs and drop down options will give you more
control over what your TOC will look like.
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o Once you’ve made your selections. Click Ok

Your newly created table of contents should now be inserted where your cursor
is on the blank page. Just save your document and you're done!
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o STEP 5: Editing Your Table of Contents

If you make changes to your document and pages get shifted around. It is a
good idea update the TOC to ensure everything is accurate. To do this,

simply:

o Right-click the TOC
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o Choose Update Index/Table
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o Click Ok and save your document again.
Terms of use

» Give it away to your blog/website readers

* Give it away as a freebie to those who sign up for your mailing list
« Give it away as a free bonus to your paid products

» Give it away to members of your membership site as a free bonus
» Give it away to your customers or clients as a gift

» Give it away during a webinar as a learning tool

* This checklist is not be sold

e This checklist is not to be altered or edited in any way.
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